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COURSES  OF  STUDY 


For 

Grade  X  (Form  II  Lower  School  and  Fifth  Classes) 

In 

Collegiate  Institutes,  High,  Vocational,  and  Continuation 
Schools  and  Public  and  Separate  Schools. 

COMMERCIAL  COURSES 

STENOGRAPHY 

The  aim  of  a  complete  course  in  Isaac  Pitman  Shorthand  is  to  produce 
stenographers  who  are  able  to  write  from  dictation  at  a  rate  of  100  to  120 
words  per  minute  for  periods  varying  from  three  to  five  minutes  in  length,  and 
to  transcribe  their  notes  on  a  typewriter  at  a  rate  of  30  to  40  words  per  minute 
with  that  accuracy  of  form  and  content  which  conforms  to  the  mailability 
standard  of  the  business  office. 

The  course  will  include: 

(i)  extensive  reading  of  graded  shorthand  material  from  the  text  and 
supplementary  books  to  develop  reading  facility  and  to  enrich  the 
pupil’s  vocabulary; 

(ii)  fluent  writing  of  small  and  neat  shorthand  outlines  from  dictation 
of  continuous  material  such  as  letters,  articles,  reports,  addresses, 
and  editorials; 

(iii)  gradual  development  of  transcribing  skill; 

(iv)  knowledge  of  the  principles  underlying  the  Pitman  Shorthand 
system,  and  the  use  of  the  dictionary  in  checking  outlines  for  new 
words. 

The  course  in  stenography  may  be  taken  as  a  three-year  course  beginning 
in  Grade  X,  or  as  a  two-year  course  beginning  in  Grade  XI.  Although  accuracy 
of  transcription  is  more  important  than  rate  of  dictation,  the  following  grates 
of  dictation  are  suggested  as  objectives  to  be  reached  at  the  end  of  each  grade 
for  each  type  of  course: 


Three-year 

Two-year 

Transcribing 

Course 

Course 

Rate 

Grade  X . 

40-60 

Grade  XI . 

80-100 

60-70 

20-30 

Grade  XII . 

100-120 

90-110 

30-40 
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Since  automatic  writing  response  to  sound  is  the  objective  in  shorthand 
writing,  the  dictation  method  of  presentation  should  be  employed  from  the 
first  lesson  in  writing.  Fluent  reading  should  precede  all  writing  so  that  the 
pupil  has  a  true  mental  picture  of  the  outlines  to  be  written.  The  principles  of 
shorthand  should  not  be  memorized  as  rules,  but  used  for  the  purpose  of  learn¬ 
ing  groups  of  related  words.  As  soon  as  new  words  have  been  learned,  they 
should  be  used  in  sentence  context,  first  for  practice  in  reading,  and  later,  for 
dictation.  Reading,  both  silent  and  oral,  choral  and  individual,  should  form  a 
part  of  the  shorthand  lesson.  Fluency  of  writing  and  legibility  of  outlines  should 
be  required  from  the  beginning  of  the  course. 

CONTENT  OF  COURSE  FOR  GRADE  X 

1.  The  application  of  the  principles  of  the  Isaac  Pitman  system  to  the 
writing  of  a  vocabulary  of  about  2,000  to  2,500  common  words. 

2.  Fluent  reading  from  the  text  and  from  easy  supplementary  material 
written  in  the  elementary  stage  of  shorthand. 

3.  Writing  small  and  neat  outlines  from  dictation  of  continuous  material 
at  40  to  60  words  per  minute  for  periods  of  three  to  five  minutes. 

4.  Review  drills  on  word  signs  and  common  words. 

5.  Reading  and  transcribing  shorthand  notes. 

Textbook: 

Pitman  Shorthand — Canadian  Centennial  Edition.  Sir  Isaac  Pitman  &  Sons. 


BOOKKEEPING 

It  is  suggested  that  the  subject  of  Double  Entry  Bookkeeping  be 
commenced  in  Grade  X,  after  the  pupil  has  had  one  year  of  Business  Practice. 

The  subject  of  Bookkeeping  should  be  logically  and  gradually  developed 
along  educational,  rather  than  purely  vocational  lines,  and  general  relation¬ 
ships,  rather  than  particular  rules,  should  be  established.  In  all  exercises, 
however,  neatness  and  accuracy  should  be  stressed,  and  only  work  which  meets 
a  business  standard  of  accuracy  and  form  should  be  accepted  from  pupils. 

CONTENT  OF  COURSE  FOR  GRADE  X 

1.  Review  of  business  papers;  business  papers  as  the  basis  of  bookkeeping 
entries;  order,  invoice,  credit  invoice,  bill  of  lading,  freight  bill,  delivery 
slip,  monthly  statement,  bill  for  service,  promissory  notes,  drafts,  cheques, 
money  orders,  deposit  slips,  bank  pass  book. 

2.  Introduction  to  Bookkeeping: 

(a)  Reasons  for  keeping  records ;  nature  of  records ;  necessity  of  accurate 
records;  co-ordination  of  records  to  reveal  condition  of  a  business. 

(b)  Simple  financial  statements:  trading  and  profit  and  loss  statement; 
balance  sheet;  emphasis  on  the  form,  headings,  firm  name,  name  of 
statement,  sub-headings,  indentations,  ruling. 
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3.  Development  of  the  fundamental  equation  of  business  proprietorship: 
assets  equal  liabilities  plus  capital;  simple  balance  sheet  to  show  this 
relationship;  effect  of  simple  business  transactions  upon  assets,  liabilities, 
and  capital. 

4.  The  uses  and  form  of  the  ledger;  journalizing  simple  transactions  involving 
asset,  liability,  and  capital  accounts;  posting  to  ledger  accounts;  the  trial 
balance  as  a  verification  of  posting;  numerous  short  and  continuous 
exercises;  simple  profit  and  loss  statements  based  on  these  exercises  to 
show  changes  in  proprietorship. 

Note: — Closing  of  trading  and  profit  and  loss  accounts  should  not  be  attempted  at  this  stage. 

5.  Cash  journal;  cash  journal  with  bank  column;  posting  both  items  and 
totals  from  the  cash  journal. 

6.  Sales  journal  and  purchase  journal;  sales  and  purchase  returns;  posting 
from  sales  and  purchase  journals. 

7.  Bill  journals;  bill  journals  as  posting  media. 

8.  Short  sets  to  illustrate  opening  entries,  use  of  journals,  posting,  trial 
balance,  inventories,  trading  and  profit  and  loss  statements;  balance  sheet, 
closing  by  journal  entries,  post-closing  trial  balance. 

9.  Advantages  of  columnar  journals:  addition  of  special  columns  to  the  cash 
book  as  required — cash  sales,  expense,  discount  off  sales,  discount  off 
purchases,  bills  receivable,  bills  payable,  interest  and  discount,  exchange 
and  bank  charges;  petty  cash,  imprest  system,  bank  reconciliation; 
provision  for  sales  tax  in  sales  journal. 

10.  Non-trading  organizations:  record  books,  statements  of  receipts  and 
disbursements,  income  and  expenditure,  assets  and  liabilities. 

*11.  Adjusting  entries:  deferred  expenses,  accrued  assets,  accrued  liabilities, 
bad  debts,  reserve  for  bad  debts,  inventories,  reserve  for  depreciation. 

*12.  Preparation  of  classified  financial  statements. 

*Noie: — Sections  1-10  will  form  a  maximum  course  for  a  regular  Grade  X  class; 

sections  11  and  12  will  be  taken  only  by  classes  specializing  in  accountancy  in  Grade  X,  or  by 

classes  beginning  bookkeeping  in  Grade  XI. 


Textbook: 

Modern  Bookkeeping — Course  I  is  authorized  for  the  year  1938-39.  J.  M.  Dent 
&  Sons,  Ltd. 


TYPEWRITING 

In  those  schools  in  which  Typewriting  has  not  been  taught  in  Grade  IX, 
the  course  in  Typewriting  for  Grade  X  shall  be  the  same  as  that  outlined  for 
Grade  IX  under  the  heading  Additional  Courses  in  the  Bulletin  on  Courses 
of  Study,  Grade  IX. 

In  those  schools  in  which  typewriting  has  been  taught  in  Grade  IX,  the 
following  outline  is  suggested  for  Grade  X. 
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1.  Review  of  keyboard. 

2.  Typing  from  printed  copy  at  a  net  speed  of  40  words  per  minute  on  tests 
varying  from  10  to  15  minutes  in  length,  with  not  more  than  one  or  two 
per  cent  of  error. 

3.  Setting  up  letters  of  various  styles;  addressing  envelopes. 

4.  Duplication  by  carbon  copies;  correction  of  errors. 

5.  Centering  of  programmes  and  menus;  typing  of  announcements,  notices, 
invitations,  and  advertisements. 

6.  Typing  on  printed  lines;  filling  in  blanks  on  printed  forms;  receipts, 
cheques,  notes,  drafts,  deposit  slips,  orders,  invoices,  credit  invoices, 
statements;  simple  tabular  work;  financial  statements;  statistics. 

7.  Where  stenography  is  taught  in  Grade  X:  Transcription  from  printed 
shorthand  and  from  students’  own  notes. 

Note: — Transcription  from  shorthand  notes  should  not  be  introduced  until  the  pupil  has  a 
typing  rate  of  30  words  per  minute. 

Textbooks  Recommended: 

Roszell  and  Hewitt:  High  School  Typewriting,  Part  II — The  Gregg  Publishing 
Co. 

Edward  and  Dickson:  Elementary  Typewriting — The  Ryerson  Press. 
Barrans:  Typewriting  Theory  and  Practice,  Part  II — Sir  Isaac  Pitman  &  Sons. 
Stuart:  Typing — Complete  Course — The  Copp,  Clark  Co. 

PENMANSHIP 

The  objective  of  the  penmanship  course  in  Grade  X  is  the  development  of 
a  business  style  of  writing  which  will  be  both  fluent  and  legible.  To  achieve 
this  objective,  the  principles  laid  down  in  the  course  for  Grade  IX  should  be 
more  intensively  applied  in  Grade  X.  As  in  Grade  IX,  teachers  of  all  subjects 
must  assume  joint  responsibility  in  requiring  a  high  standard  of  penmanship 
in  all  written  work. 


CONTENTS  OF  THE  COURSE 

1.  Review  of  small  and  capital  letters. 

2.  Review  of  figures;  importance  of  small,  neat  figures  in  bookkeeping 
records. 

3.  Continuous  paragraph  writing;  maintenance  of  fluency  and  rate  of 
writing. 

4.  Writing  of  signatures;  addressing  envelopes. 

5.  Headings  for  ledger  accounts  and  statements. 

6.  Lettering;  marking  alphabet. 

COMMERCIAL  WORK  FOR  PUPILS  IN  THE  GENERAL  COURSE 

Pupils  in  the  General  Course,  who  select  Commercial  Work  as  an  option 
in  Grade  X,  will  take  the  Additional  Courses  in  Business  Practice  and  Type¬ 
writing  as  outlined  in  Grade  IX  courses  in  Business  Practice  and  Writing. 
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